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If you want to grow your business, you’re going to have to bring others on board.

The advantages of hiring
Grow your business

Change your life

Change the world

Hiring an employee helps you be
more productive.

Having someone else on board brings
you more talent and skills.

n Concentrate on the work you do best

n Share some of your workload

n Increase your sales

n Spend more time on work you enjoy

If 1% of the 21 million US businesses
with no employees added a single
employee, they’d create 200,000
new jobs! You can be part of that.

n Serve more customers

n Reduce isolation

n Balance your weaknesses

n Collaborate with others

n Create a business that you may some-

n Recharge your batteries

day sell to others
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n Create good jobs
n Create a productive workplace in

which people are treated well

n Increase employment in America
n Improve the overall economy
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When to make the leap
Before you add employees, you’ve only created a job for yourself.
That means that when you stop working, you’ve stopped making
money. By hiring another person, you’re creating a larger
enterprise with its own momentum.

It’s time to hire if you:

Debunking Hiring Myths
Myth

Reality

Hiring an employee costs too much
money.

Your income is limited if you work
only by yourself. Hire smart and your
new help enables you to make more
money.

I must offer employees a whole
range of costly benefits.

Legally, the number of benefits you
must offer is surprisingly small. However, you’ll probably choose to offer
more to get the best employees.

I’ll have to pay payroll taxes as well
as salary or wages.

That’s true. Budget for these as you
plan. And when legal, you can use
independent contractors without
paying taxes.

I don't have enough money saved up
to hire full-time employees.

You can start small—hiring part-time
workers or contractors.

I don't have enough space in my
office for an employee.

Many businesses can have employees who telecommute at least part
of the time.

I’ll spend all my time on paperwork,
managing payroll, and figuring taxes.

A wealth of services, like online payroll, help you handle these quickly
and easily.

Managing other people will take up
too much of my time.

Once you get systems in place, you
should have more time for doing
work you’re best at.

Employees are lazy, more trouble
than they’re worth.

Most people are eager to do a good
job. Train them well and manage
fairly, and they’ll work hard for you.

n Need employees on day one of your business
n Turn away work because you’re over-booked
n Can’t find time to send invoices
n Can’t get out from under your paperwork
n Lack time to pursue new product ideas and/or new clients
n Need someone with specialized skills critical to your business
n Want to grow a business you can sell eventually
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High unemployment =
lots of great prospects
When unemployment is high, it’s a great opportunity for
new employers.

You’ll find:

HOTLink

n Cheaper labor. Prospects recognize they may have to take lower

Get small business advice and
network with other entrepreneurs
at Intuit’s Small Business United.

n Talented prospects. Some of the most skilled workers are avail-

http://smallbusiness.intuit.com/

wages to get a job.

able to help take your business to the next level. And lots of eager,
smart, young people can be added to your team.

n Flexible workers. People are more willing to work around your

needs and schedule, including working part-time or off-hours.

n Greater choice of independent contractors. You’ll find a large

HireLearning
Small Businesses:
n Generate more than 45 per-

cent of total private payroll
n Create 60 to 80 percent of new

jobs annually
n Employ half of all private-

sector employees
n Hire 40 percent of all

technology workers
— Small Business Administration

pool of talented people willing to work as independent contractors until they find another full-time job.

n Experienced retirees. Most retirees have seen their retirement

savings decline. Many are now looking for work to use the skills
they’ve gained over a lifetime.
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Understanding
what you need
& can afford
What role for your new hire?
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How much help do you need?
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How much can you afford?
Managing payroll
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What role for your new hire?
The more clearly you define the work you want done, the more
likely you are to find a candidate that fits your needs.

For most small businesses, the first hires fall
into one of these categories:

worksheet: Employee Tasks
Use this worksheet
worksheetto
tocapture
list the the
tasks
in your
the skills required,
and the
tasks
you business,
need to accomplish
to run your
amount
time
each
will take.
business,ofthe
skills
required,
then add up the amount of time each will take.
Tasks To accomplish

skills, EducaTion
and ExpEriEncE
rEquirEd

hours
pEr WEEk

n Administrative
n Bookkeeping
n Sales
n Production/service workers

ToTal:
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Chapter 3 on Employee Status). But it does mean
that the length of time of their employment is
open-ended; you both expect it to continue.
Highlights from HIRE YOUR FIRST EMPLOYEE
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n Temporary.
Many companies are seasonal, and

person and a consultant.
If you’re growing fast or opening a company that
needs a lot of help from the starting gate, it’s likely
you’ll need a mix of full-time and part-time people.
If you’re launching a new software company, for
example, you might decide you can do sales while
you hire a full-time engineer, a part-time administrative assistant, and some additional contractors for
writing code. You might even get an intern to do
some research for you.

9

you may only need employees during your busy
times. You can hire full or part-time employees
on a temporary basis. You are still responsible
for payroll taxes, and your temporary employees
are still covered by federal and state employment
laws. If you have a short-term project (perhaps for
a few months) that you must staff up for, you can
hire temporary
employees
useneed
consultants.
Consider
how much
time or
you
from an employee.

How much help do you need?
Do you need a full-time worker? A part-timer?
A contractor or consultant?

Deciding How Much Help You Need
eMploYee TYpe

advanTages

disadvanTages

paYroll Taxes?

quick Tips

full-time

Larger labor pool
to choose from;
more staff stability;
increased attention
and loyalty; lower
employee turnover

More expensive; less
flexibility; higher
benefits costs

Yes

30-40 hours per
week generally
constitutes full-time
status

part-time

Lower cost; greater
flexibility; typically
fewer benefits; you
still have direct
supervision

Likely increased
turnover; harder to
find professional/
skilled staff; lower
staff satisfaction

Yes

You pay the same
percentage in
employment taxes
for part-time as fulltime employees

independent
contractor

No employment
taxes; great flexibility; experienced
workers; no cost
when not utilizing

Higher per hour
cost; may not be
able to get them
when you need
them; not under
your supervision

No

Make certain you are
following all IRS rules
or face stiff penalties

intern

May be able to work
for free if they get
college credit; low
cost; often eager
and smart

Inexperienced, need
considerable supervision, inconsistent
work standards,
quick turnover

If paid, yes

You must pay interns
at least minimum
wage unless they
are receiving school
credit for their work

HOTLink
Stay up to date on employment
and state labor laws at busines.gov.
http://business.gov
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How much can you afford?
The fear of not making enough money to cover the extra costs is
probably the biggest obstacle to becoming an employer. But employees
are an investment in your business—not just a cost—and the goal is
additional growth. As with every investment, careful planning helps.

Take the following steps:
1. Review your current monthly cash flow. Remember, even if
your business is profitable at the end of the year, you have to
make payroll every two weeks or so.
2. Estimate your current monthly profit. Have you been generating enough income to support the employee you need, as well as
yourself?
3. Estimate expected additional revenue. The goal of hiring
employees is to enable you to make more money. How much
additional revenue will your new employee help generate? How
quickly? Be conservative in these projections.
4. Estimate how much you’ll have to pay each employee. Start
with comparable pay rates in your area.
5. Estimate monthly taxes & benefits. You also have to pay payroll
taxes and perhaps some benefits.
6. Estimate additional costs. Will you pay higher rent for more
space? Will you have increased telecom, travel, or energy
expenses? Make a guesstimate of these costs.
A good practice is to set up an emergency payroll account with
enough money to cover at least three months of payroll and taxes.
But don’t tap this emergency account unless you have a bad month.
Highlights from Hire Your First Employee ©2010 by Rhonda Abrams

worksheet: How Much Can I Afford?
Use this worksheet to estimate how much money you’ll have available each month
to go towards wages/salaries.
A. Current monthly profit

B. Estimated increased monthly income

C. Subtotal: Add (A) profit and
(B) increased income

D. Expected monthly salary/wages

E. Estimated monthly taxes/benefits

F. Estimated other monthly costs

G. Subtotal: Add (D)wages, (E) taxes/benefits
and (F) other costs
TOTAL: Subtract line G from line C.

Compliments of Intuit Payroll
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succe ss story

Creative, low-budget staf
fing pays off
Ci nd y Ha nn

a sta rte d
he r gr ap hi c de sig n
business in her laundry room in 1982.
Fr o m t h e s t a r t ,
Hanna knew she
needed help. “I didn’t
tru st my se lf to do th
e bo ok s,” sh e
admits. She found a bo
okkeeper that
would come to her home
each month,
collect the receipts an
d invoices, and
magically return with pr
epared financial statements.
A classically trained, pe
ncil-in-hand
designer, Hanna strug
gled with the
transition to computerbased design
work. Her next hire, a Ma
c-savvy parttime designer, brough
t the company
into the computer ag
e and allowed
Hanna to focus on busin
ess development and concept-leve
l design work.
In th e lat e 19 80 s an d
ea rly ‘90 s,
Hanna saw a surge of
work coming
and knew she needed
to add people,
but wasn’t sure she co
uld suppor t a
large team of full-time em
ployees.
So she created a staffin
g model that
lowered her risk, attrac
ted top design
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ta len t, an d all ow ed
the business to flourish . “A f te r ta lk in g
wi th my law ye r an d
accountant, I brought
in fre ela nc e de sig n er s, of fe re d th em
cheap rent in our office
s, and put them
to work at an hourly rat
e on our clients’ work,” she explains
. The freelance
designers had access
to computers,
pr inter s, ne twor k co nn
ec tio ns, an d
conference rooms to wo
rk on their own
independent projects
as well. Hanna
assembled a team of de
signers capable of wowing clients wi
thout the burden of full-time wage
s and benefits.
Meanwhile, the designe
rs had a steady
stream of regular work,
low rent and
the autonomy freelancers
seek.
Today, Hanna Design co
nsists of fulland part-time employe
es, outsourced
services (books and pa
yroll), and freelancers who work under
the model that
made the company su
ccessful. “That
was the best decision I
made in growing the business,” Hanna
says.
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Managing payroll
Paying your employees involves more than giving them checks.
You have to figure out payroll taxes, deductions, and benefits
every pay period. The rules are complex and deadlines critical.
Many entrepreneurs initially try to do their own payroll. But even if
you love “doing the books” yourself, it’s cost-effective to use a payroll
service. You’ll save a lot of time, and avoid mistakes on your payroll
taxes that can cost more than you’d spend on a year’s subscription to
a payroll service.
A good payroll service will take care of the payroll headaches for
you. You just have to report basic information (hours worked and
who is getting paid) on time.

HireLearning
Figuring Taxes
and Benefits:
While you’re considering how
much you can afford for a new
employee, remember to also
budget for payroll taxes and benefits. As a rule of thumb, budget
15-30% of their salary for additional expenses.

Basic steps for a new employer

HOTLink
Get an overview of basic payroll
concepts with Intuit’s Payroll 101.
www.intuitpayroll101.com

1. Get a Federal Employer Identification Number (FEIN), if you
don’t already have one. It’s free, fast and easy. This is the number
that the US government uses to identify your business, and you’ll
use this number on all your payroll and tax documents. Get an
FEIN at www.IRS.gov (search for “FEIN”).
2. Get a state identification number (most states require them).
3. Have new employees fill in a W-4 form. This shows how
many allowances are claimed for withholding tax purposes,
and is needed for the first paycheck to make sure the right
amount of taxes is being withheld.
4. Establish a fool-proof method to manage your payroll each pay
period on time, or choose a payroll service.

Highlights from Hire Your First Employee ©2010 by Rhonda Abrams
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when and where they enter their payroll data, and
with good online payroll services, the user interface

your employees will be able to access online fo
own personal payroll information.
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Sign-up page for intuit online Payroll
Sign-up page for
Intuit Online Payroll
With a web-based service, like
Intuit Online Payroll, you
enter information about your
company background and
employees, and the service
helps you manage payroll
correctly.

HOTLink
Learn more about easy payroll online.
Watch a three-minute demo at:
www.intuitpayrolldemo.com

With a web-based service, like Intuit Online Payroll, you enter information about your company
background and employees, and the service helps you manage payroll correctly.

HIREch05_FINAL.indd 60
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Creating paychecks by entering hours

Creating paychecks
by entering hours
Just enter hours for employees,
and create paychecks. The
system remembers salaries
and hourly rates of pay.

62

HirE Your FirST EMPLoYEE

Just enter hours for employees, and create paychecks. The system remembers salaries and hourly rates of pay.

Payroll summary

Payroll summary
Sample paycheck & stub

You can see a summary of the
payments, tax withholding and
deductions from each payroll.

HOTLink
Learn more about easy payroll online.
Watch a three-minute demo at:
www.intuitpayrolldemo.com

You can see a summary of the payments, tax withholding and deductions from each payroll.

Payroll details report
Paychecks and stubs can be printed out immediately on your own printer, or you can use direct deposit. You can print
the paystub on plain white paper, or send employees to a website where their paystubs are posted. Employees will be
able to see all of their own prior paystubs, and print them out for loan applications.

Highlights from Hire Your First Employee ©2010 by Rhonda Abrams
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The keys to successful hiring
Small businesses need good hiring decisions. The ideal new
employee will help grow your business, while the wrong choice
can be an expensive mistake.

To attract qualified candidates, follow these steps:
n Write a clear job description

Finding Candidates
Check off the places that are best suited for
your recruiting:
n Your company website
n Your personal network
n Current or former employees

n Spread a wide but targeted net

n Craigslist

n Plan your interview questions

n Career websites

n Interview at least three people

n LinkedIn, other business websites

n Create a system to objectively evaluate candidates

n Social media sites: MySpace, Twitter, Facebook, etc.

n Give yourself time

n Industry association/industry websites

HOTLink
Research average salary information for over
800 occupations using the Department of
Labor’s Occupational Employment Statistics
http://www.bls.gov/oes/

Highlights from Hire Your First Employee ©2010 by Rhonda Abrams

n Career centers at schools/colleges/universities
n Signs in window
n Newspaper help wanted ads
n Unemployment offices
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Writing a clear job description
A well crafted job description helps you attract the candidates
you want and weed out the ones you don’t.

Use your job description to:
n Clarify the tasks involved and the experience, skills and traits

you’re looking for

worksheet: Write a Job Description
Job title:______________________________________________________________________
Reports to: ___________________________________________________________________
Hours/location: ______________________________________________________________
Job duties and responsibilities:
1._ _________________________________________________________________________
2._ _________________________________________________________________________
3._ _________________________________________________________________________

n Write an effective “help wanted” ad

4._ _________________________________________________________________________

n Evaluate job performance once work has started

5._ _________________________________________________________________________

n Update the role as the employee gains skills and your needs change

6._ _________________________________________________________________________
7. __________________________________________________________________________

A clear job description includes:

8._ _________________________________________________________________________

n Job title

Vital contributions and outcomes of the position:

n Work hours and location. (Is the position full-time or part-time?

___________________________________________________________________________

If part-time, which specific hours/days?)

n Job responsibilities
n Vital contributions expected from this person
n Desired skills, educational background, work experience, and

certifications

___________________________________________________________________________
Required qualifications of candidate (specific skills, education, years of experience,
certifications, etc.):
___________________________________________________________________________
Other desired skills, including personal characteristics: ______________________________

n Personal characteristics required and/or desired

___________________________________________________________________________

n Compensation (specify salary, hourly, base + commission, etc.)

Salary/hourly wage, benefits, other compensation: _________________________________

n Reporting relationship within the company

___________________________________________________________________________

Highlights from Hire Your First Employee ©2010 by Rhonda Abrams
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Interviewing best practices
Job interviews can be surprisingly intimidating when you’re doing
the hiring. What questions should you ask? What will you say
about your company? How do you discuss salary?

Most small business owners have little
interviewing experience. Here are some
best practices:
n Plan your questions ahead of time. Don’t wait until a job

applicant is sitting in front of you. Make a list of things you’d
like to know, and create some probing questions. Think back to
the phone interview. Did anything come up that you’d like to
explore further?

n Ask open-ended questions. Avoid questions that can be

answered with a simple yes or no, and questions that have an
obvious right answer. You want open ended, thought provoking
questions that begin with what, when, where, how or why. The
answers can be very revealing.

n Set the tone. Start with a firm handshake and a friendly smile.

Small talk about hobbies and interests can break the ice and get
you started.

n Tell the candidate what to expect. Explain the process and

expected length of the interview—then stick to it. Let them know
that you’ll take notes (jot down what they say, not your opinions,
at this stage).

Highlights from Hire Your First Employee ©2010 by Rhonda Abrams

n Plan what you’ll say about your company. The best candidates

may have other offers, so you should tell them about the upside
of working at your company. Share whatever gets you excited
about the business. Be positive but be honest.

n Review your benefits. Many applicants are seeking benefits,

especially health insurance. If you offer these benefits, make sure
applicants know. Also, if you have any unusual benefits or perks,
be sure to include them.

n Don’t make promises you can’t keep. Never make promises

about job security, salary increases, or career advancement. Those
can get you in legal trouble later.

n Remember to listen. Most of the time the candidate should be

talking, not you.

n Know what you can’t ask. Be careful! Some questions are illegal.

You can’t ask candidates about their marital status, religion, or
age, or whether they are planning on having a child. But it’s perfectly legal to ask about hobbies, interests, and long-term goals.

n Put them to the test. Get a feel for “hands-on” ability by asking

candidates to solve a realistic problem. Ask a potential office manager how she would improve a particular process. Have a marketing candidate suggest improvements to a Web page.

n Leave time for questions. When candidates ask questions, you

get insights into how they think and what’s important to them.
The best candidates will ask you meaningful questions about the
job. Of course they’ll also ask about salaries and wages. But if the
only questions are about compensation, they may not be thinking
about whether the job itself is a good fit.
Compliments of Intuit Payroll
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HireLearning
Jobs For Someone
You Know
You may have already identified someone you’d like to
hire—a friend, family member,
former colleague, or someone
referred to you by someone
you trust. It might be someone who wouldn’t fit a typical
job description, but you know
they can do a dynamite job.
Small businesses often grow
in the direction of key employees’ talents and contacts. It’s
still important to create a job
description. Look at your greatest needs and see which they’re
best suited for. This can be a collaborative process. A good job
description helps both of you
understand the scope of the job
and what is expected of them.

19

Ten hiring do’s and don’ts
1. Do pre-screen candidates on the phone.
2. Do prepare candidates for the interview. If you want to see samples
of their work, let them know in advance.
3. Do interview several candidates—at least three if you can.
4. Do listen more than you talk.
5. Do be realistic—about job responsibilities, experience required,
salary and benefits.
6. Do stick to the same evaluation process for each candidate.
7. Don’t make promises of job security.
8. Don’t hire someone just because you know them.
9. Don’t be overly impressed by credentials from
big corporations or well-known universities.
10. Don’t be swayed by your first impression.
Let the conversation flow. For important
jobs, arrange for a second in-person
interview with your top prospects
before you make your final choice.

Highlights from Hire Your First Employee ©2010 by Rhonda Abrams
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Evaluating your candidates
After you’ve conducted in-person interviews, you may have a
tough choice between two or more equally talented people.

Keep in mind:
n Hire for attitude, train for skills. When recruiting, start with the

major skill set you need. But keep in mind that enthusiasm and
a willingness to take responsibility determine whether you are
getting a great contributor.

n An evaluation form can provide a structure for listing the

strengths and weaknesses—and your overall impressions—of the
candidates. It’s a good idea to fill it in as soon as you’ve met each
candidate face-to-face. This prevents confusion later about who
said what.

n Evaluation forms help you in another way: they highlight areas

where you might need to do some training. Let’s say you rate a
candidate low on telephone skills, but he’s well organized and will
make a great administrative assistant. If you hire him, you can
plan to do some training to improve his telephone skills.

worksheet: Candidate Evaluation Form
NAME:_______________________________________________________________________________
DATE:____________________
Check the appropriate box and add additional criteria on which you’d like to evaluate your candidates.
Add a row for each requirement. Use the same form for each of your top candidates.
Qualifications

Great

Good

fair/
Poor

comments/details

Education
Special training
Nature of past work experience
Length of past work experience
Specific skill:
Specific skill:
Specific skill:
Other relevant background
Grasp of job duties
Realistic self appraisal
Appropriate career goals
Interested in field or company
Attitude, enthusiasm
Communication skills
Achievement oriented
Other
overall evaluation

Additional Comments:

Highlights from Hire Your First Employee ©2010 by Rhonda Abrams
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Create your company culture
Five ways to retain employees
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Being a leader and a manager
Leader and manager are two different roles with different skill
sets. A leader maps the right path for growth and change.
A manager makes things more efficient.

worksheet: Management Traits
Use this worksheet to consider your management style and the skills you might need to be
the kind of leader you admire.
Management trait
you like or dislike

“Do’s” and “Don’ts”

Already have
needed skills?

Skills you need to
add to handle this

Develop your own style
To become a great boss, you’ll have to develop your own
management and leadership style:
1. Pick a role model. Think about the best boss you ever had and
copy the best elements of their style.
2. Make a short list of good (and bad) practices. Think about
what your role model did to inspire and motivate you. And if
you’ve ever had a terrible boss, make a list of their mistakes.
3. Understand your strengths and limitations. For example, will
you be able to delegate authority as well as responsibility?
4. Set goals. Fill out the Management Traits worksheet. Be as specific
as possible. You’ll end up with a valuable list of do’s and don’ts.
5. Get help. You can find leadership and management books in any
bookstore. And there are classes and coaches to help you become
the best leader and manager you can be. (Be sure to vet coaches
carefully.)
6. Balance leadership and management. If you’re leading too
much, your daily operations may be neglected. If you’re managing too much, your employees may stop taking the initiative.

Highlights from Hire Your First Employee ©2010 by Rhonda Abrams
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Create your company culture
When you started your business, you probably had a vision of a
company you wanted to work in yourself. One where everyone
enjoyed coming to work, worked hard, had fun and were treated
with respect.
Your company culture is less about dress code and free pizza
than it is about your business values. How do you treat your
employees? How do you show them respect? How do you
interact with your community? What code of ethics do you
follow?
Management style is an important part of corporate culture.
How much authority and responsibility do you give your
employees? Employees feel a sense of ownership and involvement
when they’re encouraged to use their minds and when they
receive positive reinforcement for making good choices.

Remember, having a great company culture:
1. Boosts employee loyalty. People that fit with your company
culture are likely to be loyal and satisfied, with lower turnover.
2. Helps recruiting efforts. What attracts the best new applicants?
A business in which people feel good about going to work—a
company with integrity and respect for all, where people also
have fun. Create that, and you’ll have candidates lining up at
your door.
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3. Attracts customers. Much as your culture can attract new
talent, it can also attract new customers. When you treat
employees with respect, they treat customers with respect.
And if your culture resonates with your customers, they’re
going to do more business with you.
4. Drives decision-making. If you’ve cultivated a business culture
that is committed to integrity and honesty, then you already have
a framework for making decisions.
5. Establishes a positive reputation. Having a positive corporate culture gives you a positive
reputation in your community.
The word will get out—to
customers, vendors, fellow
business owners—about how
you run your business.

HireLearning
Code of
Employee Ethics
One thing that many organizations have found useful is to
generate a “code of employee
ethics” that lays out precisely the
kind of behavior you expect from
employees. This can range from
the obvious (“I will respect that
company property is for business, not personal, use,”) to the
more esoteric (“I will treat other
employees the way I would like to
be treated myself”).
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Five ways to retain employees
HOTLink
Visit the Intuit Community
for articles on small business
leadership and management.
www.intuitarticles.com

1. Trust them. Give your employees responsibility and authority.
Show them what has to be done and the standards you want
them to meet. Then let them do their jobs.
2. Offer them the opportunity to grow. Although some people are
content to do the same tasks year after year, most people would
prefer to learn new skills and get more responsibility over time.
3. Communicate. When everyone on your team knows what’s
going on, you increase the chance of success. Even short meetings
can help keep you and your employees in sync.
4. Recognize effort and accomplishment. People thrive when they
feel appreciated, and a simple ‘thank you,’ can make your staff feel
that they’re valued contributors. Recognition is a strong motivator of employee behavior.
5. Reward accomplishment. Even small rewards—whether cash,
promotions, time off, gifts, something as simple as a candy bar
or certificate of achievement—show appreciation.

Highlights from Hire Your First Employee ©2010 by Rhonda Abrams

Compliments of Intuit Payroll

Highlights from HIRE YOUR FIRST EMPLOYEE by Rhonda Abrams

25

succe ss story

Accounting Firm S
ee
in Creative Benefit s Value
s Package

“I should’ve hired
someone sooner,” says
Jenn
an d m ot iv at ed .
As a
M cC ab e, fo un de
r of
personal fitness
incenTeam Jenn, a Los
Angetive, McCabe pays
$50/
les-based accoun
ting firm she star
m
on th to em pl oy
ted on
ee s
the side in 1989.
that attend yoga
classes and to th
os
e
In 19 92 , M cCab e
that walk or ride
their bikes to wor
tu rn ed Te am Je nn
k. She
into her day job,
pa
ys
10
0%
of tuition costs fo
star ting with a re
r employees
nted
desk in a client’s fro
who earn an A or
nt office. “I had to
B in class. What’s
pr
more,
etend to be the rece
McCabe encourag
ptionist if clients ca
es her team to pa
me
rticiin,” she says. Afte
pa
te
in charity events th
r a year, she hire
at “get them outd her
first employee. “I
sid
e, exercising, and
could’ve gotten bi
active in the comm
gger
much faster. Instea
uni
ty
,” she says.
d, we shared that
desk
for 18 months an
Team Jenn pays
d got by with on
for employees’ ho
ly one
me
phone line.”
Inte rn et se rv ice
an d ce ll ph on e pl
an s.
By the third year, Te
“If I’m ex pe ct in g
am Jenn moved in
th em to ch ec k em
to
a home of its own,
ai l
at night or take
and today McCabe
ca
lls on the weeke
has a
nd
staff of seven empl
,
I
fe
el that I should pa
oyees. She uses a
y for it,” she says
clever
mix of benefits to
.
Th
e company also
differentiate her bu
picks up the tab
siness and reinforc
for
te
am
lunches on Friday
e the irreverent cu
s when things get
lture
that’s unusual for
chaotic.
an accounting firm
. The
benefits package
Lo ok in g ba ck ,
grew from a smal
M cC ab e sa ys Te
l Flexam
ible Spending Ac
Je
nn
’s growth increase
count (FSA) to on
d with ever y hire
e that
now includes full
sh
e
m
ade, and that is th
medical benefits
e message every
and a
generic prescriptio
small-business ow
n drug plan. “I kn
ne
r
sh
ou
ld heed.
ew in
the beginning I co
“Hiring is magica
uldn’t afford the be
l,
”
sh
e
sa
ys. “Your revnefits
plans that I offer no
enues will increase
w, but I wanted to
when you hire so
promevide some coverage
one. It’s as simple
,” she says.
as that. If you’re
ev
en
Beyond medical be
thinking about hirin
nefits, McCabe look
g an employee—do
s
for ways to keep
it
an
d
do
it now.”
her employees sa
tisfied

Highlights from Hire Your First Employee ©2010 by Rhonda Abrams

Compliments of Intuit Payroll

26

Highlights from HIRE YOUR FIRST EMPLOYEE by Rhonda Abrams

About the Author
Rhonda Abrams has been guiding entrepreneurs and small business
owners for over 20 years. As CEO of her own small business, The Planning Shop,
she’s sold over one million books. Rhonda writes the most widely circulated
column on entrepreneurship in the U.S. It appears weekly in USAToday, in print
and online.

The Planning Shop specializes in creating business resources for entrepreneurs. The Planning Shop’s books and other products are based on years
of real-world experience from entrepreneurs, CEOs, investors, lenders, and
seasoned business experts. Millions of entrepreneurs have used The Planning
Shop’s products to launch, run, and expand businesses in every industry.

Rhonda Abrams
USA TODAY columnist
and best-selling author of
The Successful Business Plan:
Secrets & Strategies
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Payday in three easy steps:

HOTLink
Learn more about
online payroll at:
payroll.com
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Like these highlights?
You’ll find even more information
in the full 200 page book.
If you want to grow your business, you need help. This book guides you
step-by-step through everything you need to make the decision to hire,
find the right people, and lead & manage your team.

The Planning Shop offers a full range of titles to help you achieve
business success. Ask your bookseller for other Planning Shop titles,
or visit www.PlanningShop.com.

It’s all here—the hard stuff like taxes and laws. And the stuff that helps
make you, your employees and your business successful. Whether you’re
just launching your company or have been in business for years, if it’s
time to hire, you’ll want this book to guide your growth.

Finding and selecting the right employees

$24.95

$19.96
your price

■ How much to pay
■ Recruiting & advertising
■ Interviewing & choosing the best people

Managing and motivating
■
■
■
■

Becoming the boss
Leading and communicating
Personnel policies
Training

The red tape
■ Payroll and taxes
■ Salaries and benefits
■ What’s legal, what’s not

PLUS: ■
✓ Worksheets ■
✓ Sample documents
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■
✓ Checklists

■
✓ Success stories of people like you!
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Services for our readers
Colleges, business schools, corporate purchasing:
The Planning Shop offers special discounts and supplemental teaching materials for universities,
business schools, and corporate training. Contact:
info@PlanningShop.com
or call 650-289-9120
Free business tips and information:
To receive The Planning Shop’s free email newsletter on starting and growing a successful business,
sign up at: www.PlanningShop.com.
The Planning Shop™
555 Bryant Street, #180
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650-289-9120
Fax: 650-289-9125
Email: info@PlanningShop.com
www.PlanningShop.com
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